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BACHELOR'S DEGREE PROGRAMME 

tr.) 	 Term-End Examination 

December, 2011 14-) 
O 

(APPLICATION ORIENTED COURSE) 
ASP-1 : SECRETARIAL PRACTICE 

Time : 2 hours 	 Maximum Marks : 50 
(Weiglitage : 70%) 

Note : Attempt any five questions. All questions carry equal 
marks. 

1. Who is a secretary ? Explain the functions of a 2,  8 
secretary of a club. 

2. Define quorum. What is the minimum number 
required for a quorum ? How is quorum 
computed ? Discuss with reference to quorum 
required at different stages of the meeting. 2, 2, 2, 4 

3. What is the role of chairman in the smooth 5, 5 
conduct of a meeting ? Also mention any five 
powers of chairman of a meeting. 

4. Define the term 'agenda'. Draft the agenda of 2, 8 
Annual General Meeting of a company. 
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5. 	State the difference between minutes and reports. 5, 5 
What are the essentials of a good report ? 

	

6. 	Write a letter to an old customer from whom no 10 
order has been received for a considerable time. 
Also inform him about new products you have 
introduced recently. 

	

7. 	What is an office report ? Explain briefly various 2, 8 
types of office reports. 

	

8. 	Write short notes on any two of the following : 5, 5 

(a) Types of minutes 

(b) Point of order 

(c) Statutory meeting 

(d) Confirmation of minutes 

	

9. 	Define the term 'Motion. State the conditions 2, 8 
that must be satisfied for a motion to be valid. 
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